; -

How to Access my Company’s Record

Last Updated: 8/31/22

WHEN TO USE THIS PROCESS
e To be linked to your company’s records
BEFORE YOU START

e You must be logged in to CSS and be a contact associated with the application in order to resubmit.
e Gotowww.sugarlandtx.gov/CSS and follow the login procedure.



http://www.sugarlandtx.gov/CSS

Searchi Q) 311 Contact Cenber Help - “How 10" Guides Custoemes
spam/junk folder!

der fior emails regarding your account and submittal

id's self-service portal.

. and plan submittals to be conveniently processed online only.
5, go to the City of Sugar Land's CS5 Launch Page,
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tab
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Search for your company by using the
xsting Asscclatons name or email oddress used for regis-
tration, then click the “request occess”




Request occess opens up a window that
shows the message that gets sent to the
company email you are requesting
occess to. Click on send.




APPROVE ACCESS

Joe Tester is requesting access to records associated with City of Sugar Land in our EnerGovProd portal.

f
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An email with the options to approve or
deny occess is sent to the company
email. Your company contact should
click on approve.

(CONTINUETHENFINALIZE

Request from Joe Tester 3s an associated contact has been approved

Continue to your sub contacts

After you click on aopprove, CSS will ask

vou to log in, and you will be directed to
this page. Click on continue.



ASSOCIATION COMPLETED
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Action
Joe Tester JOe Tester a
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